16. 


We 


18. 
19. 


20. 


SECTION C — (8 x 10 = 30 marks) 


APRIL/MAY 2023 


Answer any THREE questions. 


FCM22/FAFA23C/CAFA23C — OFFICE 


Examine the importance of office. MANAGEMENT 
AMUVSSSler SAWS HSS jms. 


Discover the factors influencing office location. 


agus Aamu Ftorelsdly srra, 


SECTION A — (10 x 2 = 20 marks) 
STAA. - 


5 


S lj Answer ALL questions. 
Explain the various types of duplicators. - } 


uyimi LidGeum usmssener ala. 


} © 

1/, Define office management. 
Cee AS /f AQUOS GCwareirenw arco wig). 

List the purposes of record management. S a MÈ 

gur Croomeirenouler Gorssrusoner Ut Wels. aces What is office manual? 


AUVE VECU creo creiran ? 
Discuss the duties and responsibilities of 
supervisor. 3. What do you think of work measurement? 


Guopurraarerfer SLOWS Lodgiid u sore Ups Halli AAs rira? 
Qumgtiyscoor dandis. 


4. What is meant by centralisation? 
DOWUUGSHSY ramiu Aug wig? 


5. What is intercom? f 
267 Asmi (pen crenpmed creiran? 


6. What do you mean by Indexing? 
a srr ubh bAi sgag creme? 
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10. 


11. 


12. 


What is value payable post? 

WAY QAsyós Caueitg.w Suma crema ereire? 

What is Internal Communication? 

AS saad Asriy erami creira? 

Who is a working supervisor? 

UePAEEewAM Clobumtoeswiment aier uri? 

What is supervision? 

Guopuriwea erimni reira? 
SECTION B — (5 x 5 = 25 marks) 

Answer ALL questions. 

(a) Explain the position of office manager. 

AMUHS Carafe Awww Mors Gs. 
Or 

(b) Discuss the functions of office. 

AMUVSGHSlot uwsma Mens). 


(a) List the merits of centralisation of office 


functions. 
AYUVE umlswam mowa NT 
pirmoswa u gy WHS. 

Or 


(b) Identify the advantages of good lay out. 


peo gsendys Her ssl pHeromwsoner 


SETHI g.. 
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13. 


(a) 


(b) 


(b) 


Discover the modern methods of filing. 
Garasi Beier ymma sein Gry. 
Or 


Outline the applications of computers in 
office management. 


AQUOS Gowran 
UWSTLIT@senen KHSe rss mS. 


sleir 


Explain the 
management. 


principles of record 


AUT Gwereisten wud est 
Mars GS. 


Gardtenssoner 


Or 
Examine the steps in forms control. 


Ugamse s ALUSSA Lig Hlonsener 
Gengonor Glais. 


Outline the elements of securing effective 
supervision. 


Bboasés Gohuritooeu  Gugeashsrer 
HSMM KHSSOTG EMS. 


Or 


Summarise the position of office supervisor. 


agus GCwopumiaawmaler fawwas 
GSA) TSIS. 
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